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Creating an Account 
To continue with creating a new account, you must accept the terms as they are prompted. 

 

 

After clicking Continue to Registration, a page like the one below will load.  On this page, you 
will need to create your login information ensuring that you have entered information all the 
required fields, which are denoted with a red *.  Once you have filled all of your login 
information, click the Add New Button below the Contact Information section.  

 **Note: The password must contain at least 8 total characters** 
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After clicking Add New, you will be prompted with the below popup. 

 

You will have the option of selecting an 
individual or organization contact; please 
select the option that provides the best fit for 
your role as a rental property registrant.   

 

On the screen shown below, you will enter your contact information, ensuring that you have 
entered information in all of the required fields, which are denoted with a red *.   

 

If you would like to enter an additional contact address, you can do so by clicking Add 
Additional Contact Address. 

 



Rental Registry Guide Creating an Account 

Page 5 of 13 
 

You will enter your contact address information, ensuring that you have entered information in 
all the required fields, which are denoted with a red *.  Once you are finished, click Save and 
Close. If you have another contact address, click Save and Add Another. 

 

After entering your Contact Address Information, you will return to the Contact Information 
page. If everything is correct, click Continue to proceed. 
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You will then be sent back to the main Account Registration screen, at which point, if everything 
is correct, you will click Continue Registration to submit your account creation. 

 

After clicking submit, you will get the confirmation page shown below. 

 

You can then go back to the portals login page where you will be able to log in using the 
username and password you just created by clicking Login as shown below. 
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Registering a Rental Property 

Once you have signed in you will see a page like the one below.   

 

To register your rental property, click Licenses, located in the menu section of the screen.  Then, 
click on Apply for a License below the menu section to proceed. 

 

Once you click on Apply for a License, a new page will load beginning the application process. 
Accept the terms to continue and click Continue Application.   
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** By default, when you enter the Licenses screen you are sent to the Search Applications page. 
This section allows you to search all business license records or filter your own business license 
records only. ** 
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After accepting the terms, the below page will load. Select Rental Registration from the list; 
then, select the Long Term Rental Registration option below.  

 

On the below page identify the location of the rental property you are registering.  It is 
recommended that you start by using only the street Number and the first few letters or numbers 
of the Street Name with a ‘%’ sign at the end as it is the easiest way to search for an address.  
The ‘%’ acts as a wild card in case you are unsure of the exact spelling and formatting of the 
address.  After entering the Number and Street Name click the Search button.  

 

If there are multiple matches after the search is complete, a list of addresses will then display on 
a popup screen from which you can select the correct address; otherwise, the Address, Parcel, 
and Owner sections will be auto populated. Click “Continue Application” to continue to the next 
page.  
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On the newly loaded page, click Select from Account to get contact information from the 
account associated with your registration or its associated owner. Otherwise click Add New to 
create a new contact.

 

** If you have any additional contacts such as a property manager, an additional owner, or the owner 
information is different from the information provided on the account registration you can also add 
them here by clicking Add New. ** 
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After clicking Select from Account, select the Type from the options in the dropdown, and click 
Continue. 

  

If you choose to add a new contact or have no contact information entered for your account, you 
will then continue to enter the information on the page show below, ensuring that you have 
entered information in all the required fields, which are denoted with a red *, and click 
Continue.  
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After successfully adding your contact information, click Continue Application. 

 

After clicking Continue Application, you will be sent to the page shown below. Be sure to 
enter/select the required information or fields, which are denoted with a red *.  Click Continue 
Application to proceed.  

 

In the License Category field, you will have two choices.  

• Apartment Complex: Select Apartment if you are registering an Apartment Complex.  
Apartment Complexes are rental-housing units containing five or more housing units 
(apartments) under the same owner on a parcel.  If you are registering an Apartment 
Complex only one registration must be completed for the complex 

• Rental Property: Select Rental Property if you are registering rental housing containing 
four or fewer rental housing units (apartments) under the same owner on a parcel.  For 
Rental Property each unit must be registered individually, so if you are registering three 
units you must complete three registrations, one for each address including unit number.   


